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THIS  SCHEDULE MAY BE USED ONLY AFTER ADOPTION BY THE COUNTY COMMISSION OF PUBLIC RECORDS.  

 
 
INSTRUCTIONS:   
1 .   Records  l i s ted  on  th i s  schedu le  may be  des t royed  upon  complet ion  o f  a  UNot i ce  o f  Des t ruc t ion ,  State  Form 
44905  and  d i s t r i bu t ion  o f  cop ies  o f  the  fo rm to  the  C le rk  o f  the  C i rcu i t  Cour t  o f  t he  County  and  to  the  INDIANA 
COMMISSION ON PUBLIC RECORDS /  STATE ARCHIVIST,  402  Wes t  Wash ing ton  S t ree t  W472,  Ind ianapo l i s ,  IN   
46204 .   
 
2 .  A l l  reco rds  NOT L ISTED on  th i s  approved  schedu le  can  be  des t royed  o r  t rans fe r red  on ly  by  comp le t i ng  a  
Reques t  fo r  Permiss ion  to  Des t roy  o r  T rans fe r  Cer ta in  Pub l i c  Records  (PR-1 ) ,  S ta te  Form 30505,  and  by  ob ta in ing  
approva l  o f  the  COUNTY COMMISSION OF PUBLIC RECORDS and the  INDIANA COMMISSION ON PUBLIC 
RECORDS /  STATE ARCHIVIST.  
 
 
GUIDELINES:  
Permanent  reco rds  may be  main ta ined e i the r  i n  the  o r ig ina l  f o rmat  o r  on  m ic ro f i lm  tha t  mee ts  s tandards  ou t l i ned  in  
60  IAC 2  o r  Admin is t ra t i ve  Ru le  6  (Cour t  Records ) .   
 
M icrof i lmed reco rds  may be  DEPOSITED OR TRANSFERRED accord ing  to  the  re ten t ion  pe r iod  ou t l i ned  fo r  that  
reco rd .  
 
SECURITY/ORIGINAL ro l l  o f  m ic ro f i lm  to  be  s to red  o f f s i t e  i n  secure  loca t i on .   Dup l i ca te  ro l l s  fo r  o f f i ce  use .  
 
E lec t ron ic  reco rds  and  compute r  p r in tou ts  tha t  i nc lude  da ta  f rom more  than  one  (1 )  fo rm mus t  be  re ta ined  fo r  the  
longes t  re ten t ion  pe r iod  fo r  a l l  i nc luded fo rms .   
 
Any STATE BOARD OF ACCOUNTS fo rms  approved  fo r  use  in  l i eu  o f  p resc r ibed  fo rms  a re  sub jec t  to  the  same 
re ten t ion  requ i rements .     
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RECORD SERIES NUMBER 
TITLE/DESCRIPTION 
 

RETENTION PERIOD 

LIGRFIN 1. RECEIPTS/QUIETUS 
 

General Form:  
Form 352 (R 1997) General Receipt 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 2. VOUCHERS/CLAIMS 
 

2.1 Library Form:  
Form 4 (R 1984) Accounts Payable Voucher 
 

2.2 General Forms: 
Form 98 (R 1967) Purchase Order 
Form 99 (R 1995) Publisher's Claim 
Form 101 (R 1955) Mileage Claim 
Form 354 (R 1966) General Claim 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 3. CANCELLED CHECKS/WARRANTS 
 

3.1 Library Form: 
Form 2 (R 1981) Warrant 
 

3.2 General Forms: 
Form 353 (1966) General Warrant 
Form 356 (1967) General Check 
Form 357 (1967) General Payroll Warrant 
 

DESTROY after six (6) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 4. CHECK REGISTER/WARRANT REGISTER 
 

General Form:  
Form 364 (R 1997) Accounts Payable Voucher Register 
 

DESTROY after six (6) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 5. TRANSMITTALS 
 

 
 
 

DESTROY after six (6) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 
 

LIGRFIN 6. BANK STATEMENTS/DEPOSIT TICKETS 
 

 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 
 

LIGRFIN 7. BANK RECONCILIATIONS AND REPORTS 
 

 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS and 
satisfaction of unsettled charges. 
 

LIGRFIN 8. FEE AND CASH BOOK 
 

Library Form:  
Form 3 (R 1984) Daily Record of Desk Collections 
 

DESTROY after six (6) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 9. PAYROLL RECORDS 
 

General Forms: 
Form 99A (R 1985) Employee's Service Record 
Form 99B (R 1993) Employee's Earnings Record 
 

PERMANENT. MICROFILM according to 60 IAC 
2 STANDARDS. Original may be retained in office, 
transferred to the County Archives or destroyed 
upon receipt of written approval from the INDIANA 
COMMISSION ON PUBLIC RECORDS. 
 

LIGRFIN 10. PAYROLL VOUCHERS 
 

General Forms: 
Form 99 (R 1993) Payroll Voucher 
Form 99C (1985) Employee's Weekly Earnings Record 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Repot Schedule and satisfaction of unsettled 
charges. 

LIGRFIN 11. TIME CARDS 
 

 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 
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LIGRFIN 12. RECEIPT REGISTER 
 

General Form:  
Form 370 (1997) 
 

DESTROY after four (4) calendar years and after 
receipt of STATE BOARD of ACCOUNTS Audit 
Report and satisfaction of unsettled charges. 

LIGRFIN 13. INSURANCE 
 

General Form: 
Form 351 (1964) Register of Insurance 
 

PERMANENT. MICROFILM according to 60 IAC 
2 STANDARDS. Original may be retained in office, 
transferred to the County Archives or destroyed 
upon receipt of written approval from the INDIANA 
COMMISSION ON PUBLIC RECORDS. 
 

LIGRFIN 14. LEDGERS 
 

14.1 Library Form: 
Form 1, 1A, 1B, and 1C (R 1982): 
Library Financial and Appropriation Ledger 
 

14.2 General Form: 
Form 369 (1996) General Fixed Asset Account Group Ledger 
 

PERMANENT. MICROFILM according to 60 IAC 
2 STANDARDS. Original may be retained in office, 
transferred to the County Archives or destroyed 
upon receipt of written approval from the INDIANA 
COMMISSION ON PUBLIC RECORDS. 

LIGRFIN 15. INVESTMENTS 
 

General Form: 
Form 350 (1964) Register of Investments 
 

PERMANENT. MICROFILM according to 60 IAC 
2 STANDARDS. Original may be retained in office, 
transferred to the County Archives or destroyed 
upon receipt of written approval from the INDIANA 
COMMISSION ON PUBLIC RECORDS. 
 

LIGRFIN 16. STATE BOARD OF ACCOUNTS 
 
 

PERMANENT. MICROFILM according to 60 IAC 
2 STANDARDS. Original may be retained in office, 
transferred to the County Archives or destroyed 
upon receipt of written approval from the INDIANA 
COMMISSION ON PUBLIC RECORDS. 
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